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_ WECORDS SERVICES Biv iR
Chief, Management Staff _ & May 195k

Chlef, Records Managewent Division

Weekly Report - Week ending 5 May 1951

SUMMARY OF PROJECTS

Weekly Report - Week ending 28 April 1954 Projects in Process 21
This Week: Projects in Process 21
Added during week:

0
Cowpleted during week: O
Change ¢

Project 476 - Records Management Survey, Medical Office

No change from previous report. Project epproximately 5% complete.

Project L.77 - Records Mansgement Survey, Office of Scientific
Intelligence 7

236 describable items covering an estimated 1626.5 feet of records
have been listed. Preliwinary appraisals have been made. Project
approximately 30% complete.

Project 4,-78 - Records Menacement Survey, Office of General Counsel

The records menagement survey has been forwarded to 0GC for consider-
gtion snd formsl mpproval. Project approximately 99% complete.

Project 4-79 - Records Managewent Survey, FBID

145 cu, ft. of records have been removed from this Division to date.
Agreement wvas reached with the Radic Propaganda Branch Chlef on a
standard file system. Projlect approximately 72% complete.

Project 4-80 - Agency-wide Microphotography Survey

No change from previous report. Project approximetely 7% complete.
Project 4-81 - Security Desk Trays |

Arrangements completed with the Logistics Office to proceed with
procurement of additional boxes. Project approximately 86% complete.
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Project 4-82 - Handbook for the Subject Clmssificstion and

of_Lorrespondence Records - HB B0-150
Cover belng prepared for handbook. Informal elearance receivea
from DD/P. Project approximately 97% complete.

Project %-83 - Vital Materials Deposit Schedules for All Offices

Office of the DD/A has submitted s statewent relative to this
schedule of their deposits., Project approximetely 774 complete.

‘Project k-84 - Vitel Materials Microfilm Projects

Mierofilming of the OCD/BR dossiers continues. Projlect approxi-
wately 314 complete.

Filleing of Vital Materisls in the Security Office continues. Proj-
ect approximately 50% complete.

Project 485 - FI Information Reports

Procurement of 1,000,000 coples of yellow-stripe run-off sheets
has been approved; eize has been reduced from 88" x 14" to
8" x 14", Project approximately 4074 couwplete. ‘

Project 4-86 - Forms Index

No change from previcus report. Project approximately 57% complete.

Project 4-91 - Review of Records Management Prégmm - Logistics
OfTice

a. Correapondence N went - The review of Division and Branch
reading flles and card indexing of areas for iwprovewent is approxi-
wately 20% cowplete.

b. Reports Mansgement - It is expected that the proposed plan for
starting & reports wenagement program will be presented to the
Chief of the loglstics 0ffice at the end of this week.

Project L.94 . Office of Comptroller Reports Managewent Program

Ko chenge frowm previous report, Pfoject- n'pyrnxim'tely 104 complete.
Project 4-95 - Forms Menagement Handbook

No change from previous report. Project approximately 24% complete.
Project 4.06 - Vital Materials Handbook
No change from previous report. Project approximetely 5% complete,
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Project 4-97 - Records Disposition Hendbook

¥o change from previcus report. Project approximately 254 complete.

Prolect 4-98 - Correspondence Handbook

Hevision of the handbook and reconciliation of comments are con-
tinuing. Project apyroximately 75% complete.

Project 4-103 - Preparation of Final Copy by Forus Manage-.
' ﬁ %c_f_zon ~

No changs from previous report. Project approximntely 10% complete.

Project 4-313 - Records Menagement Survey, Foreign Documents Division

190 describable items covering an estimated 1400 feet of records

nave been listed., Preliminary sppraisals have been made. Records
eontrol schedule iz approximetely 60% complete. '

Project 4.11% - Records Mansgewent Survey, Auditor-in-Chief and
Aealt rice

A records control schedule has been completed and a deterwination
has been wade that there are no vital materials to be deposited by
this Office, Report prepared and in proeesc of final clearance -
with the Auditor and Auditer-in-Chief. Project approximately Q6%
completa .

Project 4-116 - Disposition Planning, Security Office

46 describeble items covering an estimated 275 feet of records have
veen 1isted. Preliminary sppraisals have been wade. Project approxi-
wately 30% couwplete.

General Information

1. Tranefer of Records from the War Production Board

As the result of informetion received from the Archivist of the
United States, the Agency has determined that 540 cu. Tt. Sfo ﬁgigg,

.'rgm d%gi u%p%’fi%ﬁ&xﬁ bﬂe"%ﬁﬁﬁ%vi‘%" '%gyt%ge. ’8&5 has re-

guested that this Division proceed with the procurement and transfer
of these records.

2. Yital Materisls

Contacts have been made with all Area Records Officers to review
the guarterly inventory. ' ‘
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3. Filing Bquipment

As 8 result of this Division's collaboration with the Loglstics
Office, & savings of $396 was accomplished in a recent requisition
for 100 units of f1ling equipuent.

i, cmeswaence Msnegement

Arrangements have been completed with the Supply Division, Logistics
Office, to furnish sampies of Letterex to all persons reguesting
regular office stationery. A descriptive fller showing how this
Letterex is used and its advantages will be furnished with each
sawple .

5. Porme Management
98 requisitions for new, revised and reprinted forws were received.
6. Records Center |

'a. Arvangements wers coupleted with Top Becret Control and Vital

Materials Officer, OCD, for the transfer of 8 cabinets of Top Secret
material. :

b. During the week, records were received from the following Offices:

OCD 101 cuble feat
Logistics 3 " "
ORR 2 " b

Total accessions to date - 135.

¢. Reference work is almost double the work load of the previous
mtha :

d. Area Records Officers are being contacted to determine persons
in their respective offices vho should have access to thelr records.

e, of the Historical Staff visited the
Records Center 1n search or maverial to be used in cowpiling the
Agency's history. :

£, The Security Office haz submitted to the Chief, Real Estate and

’_canuxmciinn Divieion. the physicel security requirements for the

b
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Report for Week Ending 5 Mey 1954 from the
RECORDS SYSTEMS BRANCH

Project 4-76 - Records Menagement Survey, Medical Office v

No ch%ﬂzefrgmprjvibus report. Project approximately 75% com-
plete has held meetings with the individual Division

Chiefs and will have a complete schedule as soon as agreement is
reached. .

Project 4-79 - Records Management Survey, FBID

ihs cu. ft. of records have been emoved from the Division. Proj-
ect approximately-72% cowplete .V Agreement was reached with the
Radio Propaganda Branch Chief on a standard Pile systewffor the
analysts, and files of two of the analysts have been established.
Although a standard system has been agreed upon, the attention of
our records analyste is required in making wminor wodifications to
each file. .

Project 4-80 - Agency-wide Microphotography SurvgzzL/’f

No change from previous report. Project approximately 7% complete.

Project 4-81 - Security Desk Trays v’

A wemorandum requesting the Logistics Office to procure 50 trial
boxes has been forwarded. The procurement of these trial boxes

was made necegsary as the result of the decision by the Security
Office that the boxes should be made without locks. Project spproxi-
mately 85% coumplete.

Project 4-82 - Handbook for the Subject Classification and Filing
of Correspondence Records - B EU-}BG"""'T"""

No change from previous report. Project approximately 97% coumplete.
Informal clearance has been received from DD/P. A meeting with the

Inepector General 1s still pending. Graphics Register, ORR, expects
to complete’ the cover for the manual this week.

Project 4-83 - Vital Materials Deposit Schedules for All Offices v

No change from previous report. Project approximately 75% complete.

Project 4.8 - Vital Materials Microfilm Projects

\f Microfilwing of the OCD/BR dossiers continues. Projlect aﬁproximately

31% complete. spent some time with the
wicrophotographers this week and they pelieve ‘that, with some help
from OCD/BR, they will be able to double present production.

V/*Filming of Vital Materials in the Security Office continues. Project

;

approximately 50% comp%Fte.

Project 4-96 - Vital Materials Handbook

No change from previous report. Project approximately 5% complete.
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General Information

25X1 [OCD7IRJGCD Area Records Officer, and 25X1
» Visited the Repository this week. They are working on a
project that they expect will eliminate the need to microfilm the
IR document file for Vital Msteriasls.

25X1

Arrangements have been made to transfer theFIa7katerial
from the Repository to the Records Center on Fr ay, May. This
trensfer will involve eight four-drawer safes. | OCD's 25X1
Top Secret Control Officer, is custodian of this material. 25X1
Chief, Records Center, will receipt for eight safes by safe number,

25X1 will make phys y of contents on Monday,

25X1 10 May, in the presence o A receipted copy of this in-
ventory will be supplied the custodian of the Repository.

The Area Records Officer for each office receiving a quarterly in-
ventory of Vital Material deposits has been contascted to register
his or her concurrence or dissent on the proposed changes to be made
in the Vital Materials inventory. The results will be suwmmarized in
next week's report.

As a result of a suggestion made by this office on a requisition for
100 file units submitted by OCD, the contract was .. =warded to Record
Files, Inc. instead of the Diebold Co. The Diebold Co.'s estimate
was $12.98 per unit as compared to $9.02 for Record Files, Inc. This
resulted in a total savings to the Agency of $396.00.

25X1
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Report For Week Ending 4 May 1954
RECORDS CENTER BRANCH

“Accessioning

Preliminary arrangements are being made with Top Secret Control
~and the Vital Materials Officer for the accessioning of eight
V' safe cabinets of TS material,

During this week the following accessions were received:

GCD 101 cubic feet
Logigties 32
CRR 2

135 cubic feet
Total accessions to date - 135,

Reference

The number of reference items are showing a very definite increase.
During the past month the reference items were almost double that
of the previous month's figures.

Area Records Officers are being contacted in regard to what members
of their office should have access to their records.

General

The Department of State has agreed to take one hundred copies of
the publications, previously reportedas being held in bulk storage
by the Center. They are now conducting a survey to determine how
soon they can take the remaining eight hundred-twenty copies.

Historians, DCI, visited the Center
cii ol materials needed in wrlting the history of the Agency.

They were primarily interested, at this time, in early regulatory
issuances. Some of this material is gcattered among records in
the Center. The Searchers decided to check with the Regulations
Control@ Staff for possible collection of record copies of
issuances before gscreening records in the Center.

Center personnel are now engaged in writing up position descriptions.
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Report for Week Ending 5 May 1954 from
RECORDS DISPOSITION BRANCH

Project =77 - Records Management Survey, Office of Scientific
Intelligence

236 describable items covering an estimated 1626,5 feet of records 1//
have been listed, Preliminary sppraisals have bean made,

Project L4-78 - Records Management Survey, Office of General Counsel

The Records Management Survey has been forwarded to OGC for con-\/
gideration and formal approval., .

Project 4-91 - Review of Records Management Program, Logistics Office

No change from last report. Afgw /O k. et abwlucee 74"’ cd
2oy T reed. f

Project 4-97 - Records Disposition Handbook

No change from last report.

Project 4113 - Records Management Survey, Forelgn Documents Division

190 describable items covering an estimated 1400 feet of records have -
been listed, Preliminary appraisals have been made,

/éro;j ect }j-11); - Records Mansgement Survey, Audi tor-in-Chief and Audit

0ffice ﬁ‘j o

The Records Management Survey is completed MWwﬁm divisien
_signature before forwardnd to Auditor-in-Chief for S‘;ormal ,approva.l. v

rﬂ'a"f "f') i AV,(.L?.E“& 7‘

Project 4~116 - Records Management Survey, Security Office

L6 describable items covering an estimated 275 feet of records have \//
been listed, Preliminary apprailsals have been made, ,

Vs
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Report for Week Ending 5 Mey 1954 from
REPORTS AND CORRESPONDENCE MANAGEMENT BRANCH

Project L1-91 —(‘R(eﬁew of Revarew—of Records Mansgement Program,
Loglstics Office

a. Correspondence Manggement - The review of Division and Branch
reading files and ¢ indexing of areas for improvement is approxi-
mately 20% complete,| This project will be suspended until 17 May
pending return of analyst from annual leave,

b\./ Reports Management - Personnel classification activity by the
Logis%gcs Office Administrative Staff has delaysd actlon on this
program, LThe Staff anticipates presenting our proposed program
plan to the Chief of logistics by the end of this week.

Project 4-9) 'Z Office of the Comptroller Reports Management Program
V/
No change from previous report., Project is 10% complete,

Project ;-98 A Correspondence Handbook

Revision of the Handbook and reconciliation of comments are continuing. . -
Project is 75% complete,

General Information

s, Headquarters - Wide Use of Letterex - Arrangements are being made ,
with the Supply Division, Logistics Office, for Building Supply Officers v~
to furnish samples of Letterex 1o requesters of regular stationery, A
flier describing Letterex, how its used, and its advantages will be fur-
nished with each sample.

b. Employee Suggestions - Three suggestions were analyzed this period,
One was found to be the primary concern of DD/P Admin, Written evalu-
ations on the other two were completed,

c, Hecords Management Regulatlon - Discussion between all Branch Chiefs,
- produced a coordinated dralt for presentation tq , 25X1

25X1
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Mansgement Branch
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Report for Week Ending 5 May 1954 from
FORMS MANAGEMENT BRANCH

Project 4-85 = FI Information Reports

Discussion with| F the Printing and Reproduction
Division has led to the conclusion that it would be untimely to
presently disapprove requests for the yellow-stripe run-off sheets.
Consequently, the procurement of 1,000,000 copies has been approved
with the size reduced from 8% x 1% to 8 x 1k,

Project 4-86 - Forms Index

No change fromw previous report. Project approximately 57% complete.

P@oject 4-103 - Preparation of Final Type Copy by Forws Management -
‘ L
No change from previous report.

Study of Stocked Forms Supply System

Analysis'of stocked forms supply difficulties with the Department
of Defense has been temporarily held u ndin elarification of
Logistics requirements difficulties bﬂp;pg;;;;gggggggw

00 Information Reports

Tests have been made using 9# sulphite paper for reproducing ozalid
copies. These tests havejibeen as satisfactory as desirable. Further
tests will be made to lmprove\the copies. :

Recrultment of Johnson sl

No change in status. »///

Standardization of Forms and Procegures, Class A Finance Offices

Vv

No further information on this.

Air Raid Emergency Plan

¢

No material change from last week. Vf

R4D-150 - Records Management V/f

This regulation has been revised and coordinated with the other
Branches and forwarded to ‘ br appropriate action.

Summary of Individusl Forms Action

o

No. of Requlsitions No. of Copies
New L 203,220
Revisions 82 81&8,900
Reprints 11,200
Total —55 1,063,320
~ONFIDENIAL
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